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THE ADMINISTRATIVE ORGANIZATION 
A primary purpose of the administrative organization of the College is to 
guarantee that the planning, execution and evaluation of all of the activities 
of the College take place in an orderly, efficient and beneficial manner . The 
administrative organization is revised from time to time to further these 
ends. 
1.4 . 1. Tbe President 
The President is appointed by the Provincial of the West Coast Province of the 
Brothers of the Christian Schools for a four-year term, renewable, and is 
responsible to the Provincial and the Board of Trustees . He is the chief 
executive and administrative officer of the College, and is vested with full 
and final authority in all matters pertaining to its government , educational 
programs, auxiliary services, and financial operations, within the limitations 
imposed by the approved policies of the Trustees , and the Charter and Bylaws 
of the College. He appoints the principal administrative officers of the 
College, and approves the appointment and retention of other administrative 
officers . He authorizes all faculty appointments, issues all contracts, and 
confers all promotions and tenure, acting normally on the recommendation of 
the Academic Vice President , who is advised by the appropriate academic 
officers and the College Rank and Tenure Committee . He also approves all 
personnel policies affecting non-academic personnel of the College . He is an 
ex-officio member of all College committees. 
The administrative staff of the President consists of the Vice Presidents 
(Academic Affairs, Administration and Chief Financial Officer, Student 
Affairs, Advancement, College Relations), and the Assistant to the President. 
1 . 4.1 . l . Vice President for College Relations 
The Vice President for College Relations is appointed by the President and 
serves as his assistant as representative of the College to benefactors , 
alumni, friends of the College and student groups . He coordinates his 
professional activities with the Vice President for Advancement, serving as 
requested and as convenience allows . He is a member of the Administrative 
Council and as such attends all Administrative Council, and Boards of Trustees 
and Regents meetings. 
1.4 . 1 . 2. Assistant to the President 
The Assistant to the President is appointed by the President to serve in 
various assignments as the representative of the President, such as acting as 
the liaison with the Campus Ministry and developing colloquia on the mission 
of the College . He is a member of the Administrative Council. 
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1.4.1.3. Chaplain and Director of Campus Ministry 
The Chaplain is responsible for all College-related religious, liturgical and 
sacramental activities. As Director of Campus Ministry, he supervises the 
Campus Ministry staff, which assists him in his duties as Chaplain. As 
Director he is also responsible for scheduling and policy regarding the use of 
the Chapel, for the supervision of the Campus Ministry budget, and for the 
organization of various educational and spiritual activities sponsored by the 
Campus Ministry. The Director and his staff serve the students, faculty, 
staff and alumni of the College and seek to cooperate with the Department of 
Religious Studies and the Christian Brothers' communities when appropriate. 
1.4.2. Vice President for Academic Affairs (Academic Vice President) 
The Academic Vice President is appointed by the President for a term mutually 
agreed upon and is responsible to the President. As the administrative 
officer responsible for all academic affairs of the College (policies, 
personnel, programs, budgets), the Vice President is vested with authority 
commensurate with such responsibility. The Vice President recommends to the 
President the appointment, promotion, retention of the administrative staff, 
and all full-time faculty. The Academic Vice President is a member of the 
Administrative Council, chairperson of the Council of Deans and the College 
Rank and Tenure Committee, and an ex-officio member of all committees in the 
area of academic affairs . 
The administrative staff of the Academic Vice President to whom responsibility 
and commensurate authority are delegated are: Deans of the Schools, Dean of 
the Intercollegiate Nursing Program, Dean of Enrollment. Registrar, Dean of 
Advising Services/Special Programs, Dean for Academic Services, Director of 
the Library, Director of Hearst Art Gallery. 
1.4.2.1. Deans. Academic Affairs 
1.4.2.1 . 1. Dean of the School 
The Dean of the School is its chief academic officer and is vested with the 
commensurate authority and responsibility for all aspects of the academic 
enterprise of the School (policy, planning, personnel, programs, budgets). The 
Dean recommends to the Academic Vice President the appointment, promotion and 
retention of his/her administrative staff and of full-time faculty; appoints 
all part-time faculty; consults with the Academic Vice President on all 
matters relating to substantive revision of the academic policies and programs 
of the School and the appointment of chairpersons; collaborates with other 
Deans in matters of mutual concern and especially with those involving 
overlapping policies, programs and faculty. 
1.4.2.1.2. Dean. Intercollegiate Nursing Program 
Jointly appointed by Saint Mary's College and Samuel Merritt College, the Dean 
is the chief academic officer of the Intercollegiate Nursing Program and is 
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1.4 . 2.1.2 . Dean. Intercollegiate Nursing Program {continued) 
vested with the commensurate authority and responsibility for the curriculum 
and for all aspects of academic policy and its implementation. The Dean 
recommends to the Academic Vice President the appointment, promotion and 
retention of jointly appointed administrative staff and faculty; consults with 
the Academic Vice President in all matters relating to substantive revision of 
the academic policies and of the program; collaborates with the other Deans in 
matters of mutual concern and especially with those involving overlapping 
policies, programs and faculty. 
1.4.2.1.3. Dean of Enrollment 
The Dean of Enrollment is responsible for coordinating all institutional 
processes which affect the recruitment, enrollment, and retention of 
traditional undergraduate students. The Dean chairs the Enrollment 
Roundtable, directly involving the Offices of Admissions, Financial Aid, and 
Housing in the enrollment process at all levels, and supervises the Director 
of Admissions in addressing the goal of shaping the size and characteristics 
of student enrollment in a manner which most clearly follows the mission of 
the College. 
1.4.2.1.4. Dean of Advising Services/Special Programs 
The Dean of Advising Services/Special Programs is responsible, in 
collaboration with the appropriate Deans of the Schools, for development, 
implementation, and evaluation of the program of academic advising and related 
services for undergraduate students; for supervision and coordination of the 
International Students program, the Minority Students program, the Academic 
Support and Achievement programs, and the High Potential program, and is in 
charge of the pre-law advising program. He is assisted by the Assistant Dean 
for Special Programs and by the coordinators and directors of the above-named 
programs. The Dean collaborates with the Vice President for Student Affairs 
relating to the orientation program for new students, and directs the Parent 
Orientation program. 
1.4.2.1 . 5 . Dean for Academic Services 
The Dean for Academic Services is responsible, in collaboration with the Deans 
of the Schools and the Registrar, for such services as coordination of 
undergraduate class scheduling, review of projected undergraduate departmental 
offerings, and implementation of academic probation and disqualification 
policies. The Dean handles the student evaluations of faculty and courses and 
student grievances on academic issues. As chair of the Committee for Faculty 
and Curriculum Development, the Dean is assisted by the Director for Faculty 
Development and Scholarship. The Dean prepares for publication the College 
Catalog, the Faculty Handbook, the academic committee list, and responds to 
college-wide requests for academic information or assistance. 
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1.4.2.1.6. Associate Dean of the School of Extended Education 
The Associate Dean of the School of Extended Education is the educational 
coordinator for Extended Education academic programs. Assisted by the faculty 
and academic chairmen, the Associate Dean is responsible for the development, 
quality, and revision of the curriculum, coordinates the processes of 
recruitment, selection, assignment and evaluation of the faculty and 
recommends the appointment, assignment and retention of the faculty to the 
Dean . With the assistance of the Assistant Dean, Student Services, and 
others, the Associate Dean is responsible for the academic welfare of the 
students and maintenance of academic standards. The Associate Dean prepares 
the preliminary budget as well as various reports for the Dean of the School. 
1.4.2.1.7. Assistant Dean. Administration. School of Extended Education 
The Assistant Dean. Administration. School of Extended Education is charged 
with responsibilities related to non-academic personnel administration, the 
formulation and oversight of the budget, automation and computer systems, and 
facilities and equipment for all Extended Education programs. 
1.4 . 2.1 . 8 . Assistant Dean, Student Services. School of Extended Education 
The Assistant Dean. Student Services, School of Extended Education is 
responsible for the registrarial functions of all Extended Education programs, 
and admissions, graduation, and student affairs in the degree programs and 
extension offerings: monitoring of student progress and initiation of academic 
sanctions, and the development of initiatives to serve student needs. 
1.4.2.1 . 9. Assistant Dean for Special Programs (Advising Services) 
The Assistant Dean for Special Programs is charged with a major responsibility 
for the development, implementation, and evaluation of programs and services 
supporting the academic, personal, and social development of undergraduate 
students from ethnic minority groups . The Assistant Dean serves as a primary 
resource for multicultural programming and is also available to consult with 
faculty and staff as they consider actions and interventions responding to the 
needs of a diverse student community. The Assistant Dean, who reports to the 
Dean of Advising Services/Special Programs, directs the Office of Hispanic 
Student Programs and supervises the Director of the High Potential Program. 
1.4.2.1.10. Assistant Dean. School of Education 
The Assistant Dean of the School of Education coordinates accreditation and 
program approval activities, makes recommendations regarding admissions 
criteria and program standards, and oversees development and revisions of the 
School bulletin, student handbook, adjunct faculty handbook, and 
policy/procedures manual. The Assistant Dean implements policies related to 
student affairs, probation and disqualification, student evaluations of 
faculty/courses, and student grievances on academic issues. The Assistant 
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1 . 4. ADMINISTRATIVE ORGANIZATION 
1.4 . 2.1.10 . Assistant Dean . School of Education (continued) 
Dean supervises the Credential Analyst and various coordinators, co - chairs the 
School of Education Curriculum Committee, participates in budget planning, and 
prepares reports for the Dean of the School. 
1.4.2 . 2. Chairpersons of Undergraduate Departments 
The chairpersons of departments which are composed of undergraduate faculty 
are appointed by the Dean of the School for a three-year term, normally after 
consultation with at least the senior members (i.e . , full professors and 
tenured members) of the department and the Academic Vice President . 
Department chairpersons may be reappointed by the Dean after confidential 
evaluations have been solicited from all members of the department and 
consultation has taken place with all senior department members and others 
whose opinions the Dean deems may be helpful. The terms of the department 
chairpersons should be staggered so that approximately one-third are 
considered for reappointment each year. 
1 . 4 . 2.2 . 1 . Duties of a Department Chairperson 
1. Departmental Organization 
a) Organize instruction (course assignment, course scheduling) and 
develop instruction (new courses , teaching effectiveness) within 
the department for the academic year ; 
b) Assure that the College's policy on final examination scheduling 
is followed by faculty; 
c) Hold monthly departmental meetings , the minutes of which are sent 
to the Dean; 
d) 
e) 
f) 
Discuss with candidates the criteria for tenure and promotion; 
under teaching effectiveness include the candidate's policies and 
standards on grading, homework, and examination/papers ; 
Prepare description and evaluation of departmental curricula for 
the Undergraduate Curriculum Committee ; 
Consult in a spirit of cooperation with departmental members on 
matters of their own practice and of general departmental 
interest. (llhen a department member is being reviewed by the 
College Rank and Tenure Committee the chairperson need consult 
only with senior members . ) 
g) Submit department budget proposals and exercise control over 
expenditures in the approved budget; 
h) Recruit new faculty members; maintain records and complete such 
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1.4.2 . 2.1. Duties of a Department Chairperson (continued) 
reports on applicants as are required by the College Personnel 
Office . 
i) Review the performance of part-time faculty, based on criteria to 
be established by the Dean of the School, which may include 
classroom visitations and the general student questionnaire. 
2. Rank and Tenure Review 
It is the responsibility of the chairperson to: 
a) Familiarize himself/herself with and follow the procedures of the 
College Rank and Tenure Committee as these pertain to the 
chairperson; 
b) Maintain current file for each member of the department with 
relevant material of candidates for rank and tenure review; keep 
informed on candidates subject to interim review, those eligible 
for tenure, and those eligible for promotion; collect appropriate 
materials to be presented to senior members of the department to 
assist them in their evaluation of the candidates; 
c) Be responsible for the timely placement of the departmental forms 
in the candidate's rank and tenure file and of the formal letter 
from the chairperson for candidates subject to interim review , and 
of any appropriate letters of recommendations on candidates (see 
Faculty Procedures: Promotion and Tenure, 2.6.2.1.2 . ); 
d) Make departmental rank and tenure recommendations on candidates in 
consultation with senior members; report objectively any 
recommendations of senior members which are different from those 
of the chairperson, submitting those directly to the Rank and 
Tenure Committee; 
e) Make an effort to get student evaluations of the candidates, 
especially the opinions of departmental majors; 
f) Submit appropriate written class visitation evaluations from the 
candidate's departmental file to the candidate's rank and tenure 
file. 
3. Teaching Effectiveness 
a) Class visitation of departmental members: 
Faculty moving toward tenure: A minimum of two classroom 
visits per term, at least one by the department chairperson, 
is expected; 
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1.4.2 . 2.1. Duties of a Department Chairperson (continued) 
4. 
b) 
c) 
d) 
Faculty being considered for promotion must be visited by 
the chairperson; 
Written evaluation of class visitation . The visitor is required 
to submit a written evaluation of the visit to the faculty member 
and then to consult about the evaluation with him/her. A copy of 
the evaluation is to be placed in the departmental file; 
Student evaluation questionnaire . Discuss with and make 
recommendations to departmental faculty concerning student 
evaluation questionnaires which provide a perspective of teaching 
effectiveness which complements peer evaluation; 
Hear and ascertain the validity of complaints that may be received 
from members of the department or from students who are taking 
courses in the department . 
Authority 
a) 
b) 
c) 
d) 
e) 
To recommend to the Dean, as appropriate, the reappointment or 
non-appointment of departmental faculty ; 
To call departmental meetings and to establish departmental 
committees ; 
To assign courses and schedule courses of instructors in the 
spirit of cooperation with them; 
To initiate procedures deemed necessary for the good of the 
department (e . g . for the dismissal of an instructor); 
To visit classes and to delegate tenured members of the department 
to do so; class visitations (day and time) are with the 
instructor's permission; 
f) To exercise the power of veto over departmental decisions ; 
g) Limitations on the chairperson's authority: major changes (e . g . 
personnel policies, major requirements, composition of the major, 
interdisciplinary requirements) may be undertaken only with the 
approval of the Dean and others if necessary . 
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1.4 . 2 . 3 . Department Chairpersons. School of Extended Education 
The Chairpersons of the Departments of Management. Health Services 
Administration. Portfolio Instruction. Portfolio Evaluation, and Critical 
Perspectives in the School of Extended Education coordinate instructional and 
curricular aspects of Extended Education bachelor's degree and master's degree 
programs. They are responsible for initiation of recommendations for faculty 
appointment, assignment and retention , for faculty training and orientation , 
academic review of student materials, development and revision of curriculum 
and learning resources , administrative tasks related to curriculum and 
instruction, and the participation in the formulation of academic policy. 
1.4.2 . 4. Director. Academic Affairs 
If a director has the basic responsibilities of a department chairperson, the 
description of responsibilities and authority given under 1.4 . 2 . 2 . 1. applies 
to the director . If the director does not have such basic responsibilities, 
then reference must be made to a job description. 
1 . 4.2 . 4 . 1 . Director of the Collegiate Seminar Program 
The Director of the Collegiate Seminar Program, appointed by the Dean of the 
School of Liberal Arts in consultation with the Academic Vice President , is 
responsible, in collaboration with the Governing Board of the Collegiate 
Seminar of which the Director is chairperson , for the organization and 
development of the program and the appointment, evaluation and development of 
faculty in the program (this entails the basic responsibilities of a 
chairperson as specified in the Faculty Handbook (see 1.4 . 2 . 2 . 1 . ). In 
collaboration with the Deans of the Schools (from which the faculty is drawn), 
the Director is responsible for providing for the staffing needs of the 
program . 
1 . 4 . 2 . 4.2. Director of the January Term 
The Director of the January Term, appointed by the Dean of the School of 
Liberal Arts in consultation with the Academic Vice President, is responsible, 
in collaboration with the January Term Committee of which the Director is 
chairperson, for the organization, development and evaluation of the January 
term program, for the provision and appropriate staffing of needed courses in 
the context of the January term, for approving courses proposed by faculty for 
the January term in consultation with the January Term Committee, for the 
evaluation of faculty teaching in the January term program and for exercise of 
appropriate jurisdiction over all faculty teaching in the program. 
1 . 4.2.4 . 3. Director of Graduate Business Programs 
The Director of Graduate Business Programs is responsible, in consultation 
with the Dean of the School of Economics and Business Administration and with 
the faculty of the Graduate Business Programs, for the overall quality of the 
Graduate Business Programs . As the department chair for the Graduate Business 
faculty, the Director is responsible for the recruitment of full and part - time 
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1.4.2.4 . 3. Director of Graduate Business Programs (continued) 
faculty, for curriculum assessment and development, and for academic policy in 
the Graduate Business Programs. The Director is also responsible, with the 
assistance of the Director of Admissions of Graduate Business Programs, for 
the number and quality of students admitted to those programs. In general, 
the Director is responsible for the financial performance of the Graduate 
Business Programs, and is charged with the development of the annual budget 
and with overseeing all expenditures. 
1.4.2 . 4.4. Director of the Paralegal Program. School of Extended Education 
The Director of the Paralegal Program. School of Extended Education 
coordinates instructional and curricular aspects of the Extended Education 
Paralegal certificate program. The Director is responsible for initiation of 
recommendations for faculty appointment, assignment and retention, and for 
faculty training and orientation, academic review of student materials, 
development and revision of curriculum and learning resources, administrative 
tasks related to curriculum and instruction, and the participation in the 
formulation of academic policy . 
1.4.2.4.5. Director of Admissions 
The Director of Admissions is responsible for the recruitment, admission 
evaluation and initial academic advising of all incoming traditional 
undergraduate students. Responsibilities include demographic research, 
development of publications and video, school and college visits, interviewing 
of applicants, and supervision of alumni , faculty and student recruitment 
programs, consideration of applicants' credentials and determination and 
notification of admission status. The Director supervises the Admissions 
Office staff of counselors and support personnel . 
1.4.2.4 . 6 . Director of Marketing and Program Counseling . Extended Education 
The Director of Marketing and Program Counseling is responsible for 
promotional activities for the School of Extended Education and the admission 
and enrollment of prospective students, selects and directs the work of the 
program counselors and support personnel, and prepares the preliminary budget. 
1.4.2.4.7. Director for Faculty Development and Scholarship 
The Director for Faculty Development and Scholarship, appointed by the 
Academic Vice President, is responsible for the direct support of all 
undergraduate and graduate faculty in the teaching process and in their 
scholarly activities, and chairs the Committee on Teaching and Scholarship. 
The Director prepares for publication the faculty newsletter (Faculty News), 
and coordinates the College's Visiting Fellows programs . The Director assists 
the Dean for Academic Services in determination of faculty/curriculum 
development awards. The Director has supplementary responsibility to support 
the achievement of academic excellence in students. 
Rev. 8/93 
1 . 4 . ADMINISTRATIVE ORGANIZATION 
1.4.2 . 4 . 8. Director of the Library 
The Director of the Library is responsible for the planning , programming, 
development, budget, and evaluation of information and learning resources of 
the College Library and Media Services. The College Library includes 
traditional print collections as well as electronic information, multimedia, 
and non-print resources. Albert (the online public access catalog), CD-ROMS , 
the Internet, and Gopher comprise the variety of electronic resources provided 
to the campus community. The John Henry Newman Collection, Library for 
Lasallian Studies, and Saint Mary's College Archives make up the special 
collections of Saint Albert's Hall . Assisted by a professional and support 
library and media staff, the Director is responsible for necessary services 
and appropriate access to collections, and oversight of the physical 
facilities. 
1.4.2 . 4 . 9. Director of the Art Gallery 
The Director of the Art Gallery oversees the programs of the Hearst Art 
Gallery, including exhibitions and the preservation and development of the 
College art collection . The Director is responsible for developing policies, 
procedures, long-range plans and budgets, including funding from non-College 
sources, in consultation with the Gallery's Advisory Board, curator and staff, 
and other College officials. The Director is responsible for seeing that the 
Gallery upholds the standards and ethics of the museum profession, as defined 
by the American Association of Museums and other professional organizations. 
1.4 . 2 . 4.10 . Registrar 
The Registrar is responsible for the supervision of all student records and 
for the certification of the fulfillment of all degree requirements, transfer 
credit, and prior learning experience credit. The Registrar is responsible 
for the recording of academic standing and credit , the maintenance of the 
permanent academic record; course scheduling, registration and classroom 
assignments on campus. The Registrar is assisted by the staff of the Office 
of the Registrar. 
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1.4.3. Vice President for Student Affairs 
The Vice President for Student Affairs is appointed by the President for a 
term mutually agreed upon, and is responsible to the President. As the 
administrative officer responsible for all nonacademic student affairs of the 
College (student personnel matters, residential living, housing, nonacademic 
student discipline, public safety, athletics, career development counseling, 
health services) the Vice President is vested with authority commensurate with 
such responsibility. The Vice President recommends to the President the 
appointment, promotion, retention of the administrative staff. The Vice 
President is a member of the Administrative Council and an ex-officio member 
of all committees in the area of student affairs. 
The administrative staff of the Vice President for Student Affairs are: the 
Dean for Student Development, the Dean for Campus Life, the Director of 
Housing, the Director of Athletics, the Director of Public Safety, and the 
Coordinator of Facilities. 
1.4.3.1. Deans. Student Affairs 
1.4.3.1.1. Dean for Student Development 
The Dean for Student Development is responsible for the administrative 
supervision of the following services: health, counseling, career 
development, special programs and advocacy for woman students, and new student 
orientation. 
1.4.3.1.2. Dean for Campus Life 
The Dean for Campus Life, in addition to administering the College's policies 
on nonacademic discipline, is responsible for the following areas: 
residential living, student government, publications and activities, and 
undergraduate Commencement exercises. 
1.4.3.2. Director of Housing 
The Director of Housing is responsible for determination of placement of 
students in the residence halls, policy and procedure for housing, 
preregistration of new and returning resident students, and policies regarding 
room changes in the residence halls. 
1.4.3.3. Director of Athletics 
The Director of Athletics organizes, coordinates and administers the 
intercollegiate and intramural athletic programs of the College. He appoints 
all coaches, and is responsible for the athletic department budget. 
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1 . 4.3 . 4 . Residence Directors/Advisors 
Residence Directors/Brother Counselors 
The Residence Directors/Brother Counselors are administratively responsible to 
the Dean for Campus Life . Though living in the residence halls, they generally 
have full - time responsibilities outside the area of student living. They are 
available to students for counseling of any kind, and to the Deans and 
Resident Advisors in extraordinary disciplinary cases. 
Resident Advisors 
The Resident Advisors, usually graduate or upper division students , work in 
cooperation with and are responsible to the Dean for Campus Life . These 
students are the key persons in the residence hall organization . By virtue of 
their status as students , the Resident Advisors can more adequately represent 
student opinion to the administration as well as represent the institution . 
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1. 4.4. Vice President for Administration and Chief Financial Officer 
The Vice President for Administration and Chief Financial Officer is appointed 
by the President for a term mutually agreed upon, and is responsible to the 
President. As the administrative officer responsible for all business and 
financial affairs of the College (business policies, operations, 
communications, personnel, physical plant, and contracted services), the Vice 
President is vested with authority commensurate with such responsibility. The 
Vice President recommends to the President the appointment, promotion, and 
retention of the administrative staff, and the selection of firms contracting 
with the College to provide services. The Vice President is a member of the 
Administrative Council and an ex-officio member of all committees in the areas 
of business, finance, and personnel . 
The administrative staff of the Vice President for Administration/Chief 
Financial Officer are: the Assistant Vice President for Business Affairs, the 
Assistant Vice President for Research, Planning. and Technology, and the 
Executive Director of the Physical Plant. 
1.4.4.1. Assistant Vice President for Business Affairs 
The Assistant Vice President for Business Affairs supervises the day-to-day 
operation of the Purchasing Department and the Print Shop, and assists the 
Vice President for Administration/Chief Financial Officer in preparation of 
the annual budget, periodic financial reports, and financial analysis of 
various program alternatives in order to aid the administration in the 
decision-making process. 
1.4.4.2. Assistant Vice President for Research, Planning. and Technology 
The Assistant Vice President for Research, Planning. and Technology is 
responsible for institutional research activities in their broadest 
definitions, particularly the design of research projects and the collection, 
tabulation , and analysis of data in support of administrative decision-making. 
In addition, the Assistant Vice President oversees technology-based academic 
activities of the College, including the implementation, management, and 
planning of campus electronic resources and information systems. 
1.4.4 . 3. Executive Director of the Physical Plant 
The Executive Director of the Physical Plant supervises the personnel and the 
maintenance program of the physical plant, including all buildings and 
grounds, equipment, utilities, and vehicles. The Executive Director also 
schedules and coordinates the use of College vans. 
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1.4.4.4 . Controller 
The Controller supervises and directs daily Business Office operations, 
including all accounting functions, cash management, billing, collections, and 
accounts payable. The Controller arranges for an annual audit of the 
College's financial records . 
1.4.4.5. Director of Administrative Computing Services 
The Director of Administrative Computing Services is responsible for all 
aspects of the College's administrative data processing system. In addition 
to managing the Computer Center, the Director offers training to College 
staff, advises on software selection, and supervises the installation and 
maintenance of personal computers in administrative offices. 
1.4.4.6. Director of Personnel Services 
The Director of Personnel Services is responsible for the College's human 
resources, compensation, and benefit programs. The Director coordinates 
hiring, reviews all contracts, recommends salary, personnel, and benefit 
policies to the administration, monitors College compliance with laws and 
government regulations, e.g., equal opportunity and Title IX regulations , and 
advises on other legal matters affecting the personnel of the College. 
1.4.4 . 7 . Director of Financial Aid 
The Director of Financial Aid supervises and administers all aspects of the 
financial aid program . The Director counsels students and parents on the 
availability of financial aid and scholarships, determines eligibility for the 
College's financial aid programs, prepares applications for federal funds, 
directs the awarding of financial aid and the maintenance of records, and 
prepares reports required by federal , state, and institutional agencies. 
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1.4. 5. Vice President for Advancement 
The Vice President for Advancement is appointed by the President for a term 
mutually agreed upon, and is responsible to the President. As the principal 
external affairs officer {alumni, regents, benefactors, the general public), 
the Vice President is vested with the authority commensurate with such 
responsibility . The Vice President recommends to the President the 
appointment , promotion and retention of administrative staff and appoints 
other staff . The Vice President is a member of the Administrative Council and 
an ex-officio member of all committees in the area of advancement. 
The Administrative staff of the Vice President for Advancement are: the 
Director of Development :Annual Programs; the Director of Development:Capital 
Programs ; the Director of Public Relations, the Director of Alumni Relations, 
and the Director of Publications. 
1.4.5.1. Director of Development:Annual Programs 
The Director of Development:Annual Programs directs fund raising functions in 
the area of annual giving and assumes major responsibility for program 
planning and implementation of such functions. The Director is responsible 
for the annual fund , President's Club and Gaelsports . The Director acts as 
staff to several committees of the Board of Regents . 
1.4.5 . 2 . Director of Development:Capital Programs 
The Director of Development:Capital Programs directs fund raising functions in 
the area of capital giving and assumes major responsibility for program 
planning and implementation of such functions . The Director is responsible 
for major gifts, planned giving, corporate and foundation relations and 
research . The Director acts as staff to several committees of the Board of 
Regents . 
1.4.5 . 3 . Director of Alumni Relations 
The Director of Alumni Relations plans , supervises and coordinates activities 
of all alumni (including students of both degree and non-degree programs) in 
cooperation with the officers and board of directors of the alumni 
association. 
The Alumni Office is responsible for maintaining adequate records of the 
College's alumni, as well as all records of the boards of directors and the 
association . 
1.4 . 5 . 4 Director of Public Relations 
The Director of Public Relations is responsible for supervising all the non-
athletic informational services provided by the College to the media--local, 
state and national. The Director serves as both community relations 
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1. 4. ADMINISTRATIVE ORGANIZATION 
1.4.5.4 . Director of Public Relations (continued) 
coordinator and representative of the College by organizing activities and 
promotions which bring Saint Mary's into closer partnership with surrounding 
areas, their leaders, and residents. The Director oversees the editorial 
content of the Honor Roll of Donors, the President's Report and the Saint 
Mary's Update. 
1.4.5.5. Director of Publications 
The Director of Publications works in close liaison with the Director of 
Public Relations to promote the College image in a positive way. The Director 
is responsible for serving the publications needs of the College insofar as 
that is possible. The Director oversees the publication of the general 
College catalog, admissions materials, the student handbook, and the Saint 
Mary's College Update among other publications, and edits such materials to 
insure the inclusion of required statements of law and College policies. The 
Director advises the administration and departments of the College in the 
coordination, design and production of materials such as catalogs, programs, 
and brochures . 
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